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HRLAD 
Time and Leave 
Administration 

Chapter 7 – Substitution

Create Substitution when:
1) An exempt employee works hours that are 

different from their work schedule.  Example: 
Employee works Monday thru Friday, 8 hours per 
day, changes work schedule to Monday through 
Thursday 10 hours per day for a temporary period 
of time.

2) Employee is scheduled to work on a day that is 
normally an “Off” day.  The employee has been 
rescheduled to work the off day and is sick.  An 
absence cannot be recorded on the off day unless 
a substitution is created.
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PA61 - Substitution

1. Follow menu path or enter 
PA61 in command field

If an employee’s work schedule is long term or 
permanent, the “Maintain Planned Working Time” 
(Infotype 0007) should be changed.

Menu path is Human Resources > Time 
Management > Administration > Time Data > 
Maintain
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3.  Select “Substitutions”
under the “Working times”
tab.

2. Enter the personnel number; press
enter.

PA61 - Substitution

Temporary work schedule changes are recorded on 
infotype (2003 - Substitutions) for exempt employees.
There is only one subtype for Substitutions infotype  
which will default when you select create.
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PA61 - Substitution

4. Select the period when 
the substitution is in 
effect

5. Click to 
create

In this example, an exempt employee’s work schedule 
will change for one payperiod.  
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PA61 - Substitution

Note: This is a defaulted field.

6. Click the drop-down 
button

There are two methods in which a change in work 
schedule may be recorded:

1) Daily Work Schedule (DWS) – The total number of 
hours scheduled to work.

2) Work Schedule Rule  – Temporary change an 
existing work schedule for a period of time.
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PA61 - Substitution

7. Double-click 
on the 
appropriate 
work schedule

The exempt employee normal work schedule was 
(MF01 - Monday – Friday 5X8).  For this payperiod 
only, the employee will be required to work  (MR01–
Monday  – Thursday 4X10).
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PA61 - Substitution

8. Click to 
validate 9. Click to save
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PA61 - Substitution

You will receive this message

By creating this substitution record, the employee’s 
work schedule in infotype (0007 – Planning Working 
Time) will be overridden for this period of time.
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PA61 - Substitution

1. Enter the personnel number; press
enter.

2.  Select “Substitutions”
Under the “Working times”
tab.

An exempt employee has a temporary schedule 
change for one week. Since AASIS does not allow the 
recording of an absence such as SICK on a 
scheduled day off, the change in the work schedule 
must be recorded to allow an absence to be entered.
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PA61 - Substitution

3. Enter date

4. Click to 
create

In the Period field, enter a date that you are 
substituting as a day off for a normally work day.  
Because an exempt employee’s work schedule is 
defined in the system, we have to specify an off day 
for the employee.
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PA61 - Substitution

5. Click the drop-
down button 

6. Double-click
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PA61 - Substitution

7. Click to 
validate

8. Click to save
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PA61 - Substitution

You will receive this message

9. Enter a date

10. Click 
to create

In the Period field, enter the date that you are 
substituting for the employee’s normally day off for a 
work day.
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PA61 - Substitution

11. Click the drop-
down button 

12. Double-
click the 
appropriate 
hours 

The number of hours substituting will depend upon 
the current work schedule hours.  If the employee 
normally works an 8 hour day, you would choose 8.0; 
if the employee normally works 10 hours per day, you 
would choose 10.0, etc.
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PA61 - Substitution

13. Click to 
validate

14. Click to save
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PA61 - Substitution

You will receive this message


